
Servicing
Specialist at HRG

receives
application of

selected
candidate and

position
description from

SFA HR

Servicing
Specialist enters

personal data
from employee's
application into

FPPS

New hire submits
completed forms
from EOD kit to

A&R Technician

A&R Technician
enters  into FPPS
information from
the forms in the

EOD kit

Payroll Admin "As-Is" Process (6.1.0)
Summary -- Payroll System Management (New Hire)

6.1.2

2 days

START

END

Servicing
Specialist

prints SF 50

Servicing
Specialist
forwards
SF 52 to

A&R
Technician

Employee
receives new hire

EOD kit at
orientation

Customer Service
Team III Leader
reviews SF 50
and EOD folder
and signs SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

A&R Technician
faxes completed

new hire forms to
NBC in Denver

A

A

6.1.3-6.1.4

3 days (continued)

3 days

2-3 days

6.1.1-6.1.2

6.1.2
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Servicing
Specialist at HRG

receives
application and

position
description of

selected
candidate from

SFA HR

START

Servicing
Specialist
launches

and logs on
to FPPS

Servicing
Specialist
selects

'process SF
52'

Servicing
Specialist
selects
'FPPS

Production'

Payroll Admin "As-Is" Process (6.1.1)
Detailed -- Payroll System Management (New Hire)

Servicing
Specialist
selects 'all
screens'

Servicing
Specialist
selects

'request for
eligibles'

Servicing
Specialist

selects the
position title
with same
request #

as selected
candidate

Servicing
Specialist enters

number in the
position number
selection field

Servicing
Specialist fills in
required white

fields in 'position
action' screen

Servicing
Specialist fills in
required white

fields in 'position
50/52 information'

screen

Servicing
Specialist fills in
required white
fields in 'RNO,

benefits, security
appointment
information'

screen

Servicing
Specialist fills in
required white

fields in 'position
maintenance
information'

screen

Servicing
Specialist fills in
required white

fields in 'position
OF8 information'

screen

Servicing
Specialist enters
employee's full
name, suffix,

Social Security
Number and date
of birth in pop-up

box

Servicing
Specialist enters

effective date and
nature of action

code

Servicing
Specialist enters

legal authority
code by

referencing  Guide
to Processing

Personnel Actions

Servicing
Specialist fills in
required white

fields in 'SF52/50
from/to info'
screen by

referring to the
pay scale

Servicing
Specialist enters
SF 50 signature
code and SF 50
signature date

Servicing
Specialist fills in
required white
fields in 'SF50

remarks & inserts'
screen

Servicing
Specialist fills in
required white
fields in 'dates,

WGI, appointment,
limit information'

screen

Servicing
Specialist enters

schedule type and
total weekly hours
in 'change hours

scheduled' screen

B

Servicing
Specialist
selects
'sign'

Servicing
Specialist

runs
relational

edits

Servicing
Specialist

fixes errors
highlighted

in red

A

A

B C

C 6.1.2
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Employee
completes federal

tax form W-4

Employee
completes Direct
Deposit Sign-Up

Form

Employee uses
direct deposit?

Employee submits
completed forms

to A&R Technician
within 3 days of

orientation

B 6.1.3YES

NO

Servicing
Specialist
selects

'obtain SF
52 approval
signature'

Employee attends
ED's orientation

Servicing
Specialist

prints SF 50

Servicing
Specialist
forwards
SF 52 to

A&R
Technician

Employee
receives new hire

EOD kit at
orientation

Employee
completes

Request for
Official

Correspondence
Address

6.1.1 A

A B

Payroll Admin "As-Is" Process (6.1.2)
Detailed -- Payroll System Management (New Hire)

Servicing
Specialist
exits FPPS

Employee
completes state

tax personal
exemption
worksheet

Servicing
Specialist delivers
printed SF 50 and
EOD folder to A&R

Technician

A&R
Technician
launches

and logs on
to FPPS

Servicing
Specialist sends

EOD letter to new
employee

instructing him/her
to report to
orientation

Servicing
Specialist enters
'lgap' command

Servicing
Specialist enters
'rlup' command

Servicing
Specialist enters
'proc' command

Classification/
Staffing/Recruiting

2.2.1
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A&R
Technician

selects
'release for

update'

6.1.2

B

6.1.4

Payroll Admin "As-Is" Process (6.1.3)
Detailed -- Payroll System Management (New Hire)

A&R Technician
enters employee's

Social Security
Number from W-4

form

A&R Technician
enters info from

SF 75 in
employee's Offical
Personnel Folder

into FPPS

Employee from
another gov't

agency?

Employee waits
until open season
to enroll in thrift

savings plan

Does employee
have thrift

savings plan?

A&R
Technician

selects
'release for

update'

YES YES

NO NO

A&R Technician
enters effective
date for federal
tax withholdings

A&R Technician
enters employee's

marital status

A&R Technician
enters total

exemptions from
W-4 form

A&R Technician
enters employee's

Social Security
Number from state

tax form

A&R
Technician

selects
'FPPS

Production'

A&R
Technician

selects
'processing
personnel
actions'

Customer Service
Team III Leader

forwards signed
SF 50 and EOD
folder to A&R

Technician

A&R
Technician

selects
'process SF

52'

A&R
Technician

selects
employee's

name in
queue

A

A

B

Customer Service
Team III Leader
reviews SF 50
and EOD folder
and signs SF 50

A&R Technician
submits SF 50 and

EOD folder to
Customer Service

Team III Leader

A&R Technician
requests

employee's
Official Personnel

Folder from
previous

government
agency and
receives it

A&R
Technician

selects
'initiate a

tax record'
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A&R Technician
faxes completed

new hire forms to
NBC in Denver

A&R
Technician

selects
'initiate an
address'

Employee
using direct

deposit?

A&R
Technician

selects
'release for

update'

NO

6.1.3 A

A B

B

YES

Payroll Admin "As-Is" Process (6.1.4)
Detailed -- Payroll System Management (New Hire)

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters employee's
account number

A&R Technician
enters type of

depositor account

A&R Technician
enters address

from Request For
Official

Correspondence
Address

A&R
Technician
exits FPPS

A&R Technician
files completed

new hire forms in
employee's

Official Personnel
Folder

END

A&R Technician
enters effective

date for state tax
withholdings

A&R Technician
enters total

exemptions from
state tax form

A&R Technician
enters effective

date of direct
deposit

A&R Technician
enters routing
number from

Direct Deposit
Sign-Up Form

A&R Technician
forwards copy of
signed SF 50 and

position
description to SFA

HR

SFA HR
distributes copy of
SF 50 to employee
and to supervisor
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Payroll Admin "As-Is" Process (6.2.0)
Summary -- Payroll System Management (Resignation)

SFA HR/
Admin
Officer

initiates SF
52

SFA HR
removes

employee's
pay code
from FPPS

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

SFA HR
forwards
SF 52 to
Servicing

Specialist at
HRG

SFA HR notifies
Office of the

Inspector General
and other persons

who need to
remove employee

from various
systems

A&R Technician
mails copy of SF
50 to employee,

SFA HR, and NBC
in Denver

A

6.2.1-6.2.3

1 week (continued)

START Employee decides
to resign

SFA HR/Admin
Officer gives
employee exit

clearance
package

Servicing
Specialist
processes

SF 52

Servicing
Specialist

prints SF 50

Servicing
Specialist
forwards
SF 52 to

A&R
Technician

Customer Service
Team III Leader
reviews SF 50
and resignation
paperwork and

signs SF 50

1 week

END

6.2.3-6.2.5

A
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Employee notifies
SFA HR about his/

her resignation

Employee
completes
Employee

Resignation Form
and submits to
SFA HR/Admin

Officer

Employee
completes top

portion of
Clearance Form
and submits to
SFA HR/Admin

Officer

SFA HR/
Admin
Officer

launches
and logs on

to FPPS

SFA HR/
Admin
Officer
selects
'FPPS

Production'

SFA HR/
Admin
Officer
selects

'initiate SF
52'

SFA HR/
Admin
Officer
selects

'employee
loss'

SFA HR/Admin
Officer enters

employee's Social
Security Number
by referencing

ED's Alpha Roster

SFA HR/Admin
Officer enters

effective date and
additional contact

information

SFA HR/Admin
Officer enters

reason for
resignation from

Employee
Resignation Form

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is

correct

Payroll Admin "As-Is" Process (6.2.1)
Detailed -- Payroll System Management (Resignation)

A

A B

B

SFA HR/Admin
Officer completes

control sheet

Is employee
resigning from
enterprise unit

without an
Admin Officer?

YES

NO

Employee notifies
Admin Officer
about his/her
resignation

6.2.2

Employee returns
identification card

and any
government

property in his/her
possession (cell

phone, credit
cards, laptop,

etc.)

SFA HR/
Admin
Officer
selects

'resignation'

Incorrect
address? YES SFA HR/Admin

Officer enters the
correct address

Employee
completes SF

2819 and mails to
OFEGLI (Notice of

Conversion
Privilege)

NO

C

C

START

SFA HR/
Admin
Officer
selects

'requesting
personnel

action'

SFA HR/
Admin
Officer

selects 'no'
will not fill

this position
at a later

date

Employee decides
to resign

SFA HR/Admin
Officer gives
employee exit

clearance
package
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Payroll Admin "As-Is" Process (6.2.2)
Detailed -- Payroll System Management (Resignation)

SFA HR
selects
'sign/

change SF
52'

SFA HR
initiated SF 52? NO6.2.1 A

B C

SFA HR
launches

and logs on
to FPPS

SFA HR
selects

employee's
name

SFA HR
selects
'FPPS

Production'

Admin
Officer

forwards
SF 52 to
SFA HR

SFA HR compares
control sheet &

Employee
Resignation Form

to information
entered in FPPS

Changes
necessary? YES

SFA HR
makes

changes in
FPPS to
ensure

accuracy

NO

SFA HR
selects

'requesting
personnel

action'

SFA HR files copy
of control sheet &

Employee
Resignation Form

in employee's
personnel folder

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
selects
'FPPS

Production'

A B

C

Admin Officer
submits control

sheet, Clearance
Form, and
Employee

Resignation Form
to SFA HR

SFA HR
exits FPPS

SFA HR sends
original control

sheet & Employee
Resignation Form

to Servicing
Specialist at HRG

6.2.3

Admin
Officer

exits FPPS

SFA HR
selects
'change'

SF 52

SFA HR completes
Frick Form and
mails to Frick

Company to allow
for unemployment

claims

SFA HR
selects

'requesting
personnel
actions'

SFA HR
exits FPPS

SFA HR
forwards
request to

HR Director

YES

B

SFA HR
forwards
SF 52 to
Servicing

Specialist at
HRG

SFA HR stamps
HR Director's
signature on
control sheet
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Payroll Admin "As-Is" Process (6.2.3)
Detailed -- Payroll System Management (Resignation)

B

Servicing
Specialist enters
SF 50 signature
code and SF 50
signature date

Servicing
Specialist enters

legal authority
code by

referencing Guide
to Processing

Personnel Actions

Servicing
Specialist
selects

'process SF
52'

Servicing
Specialist
verifies

effective
date and
nature of

action code

Servicing
Specialist
selects

'processing
personnel
actions'

A

A

Servicing
Specialist

prints SF 50

Servicing
Specialist
selects
'sign'

Servicing
Specialist
launches

and logs on
to FPPS

Servicing
Specialist
selects
'FPPS

Production'

YES

SFA HR hears
back within

five days from
OIG or other

persons
notified?

SFA HR asks
employee to pay

back/return
property that is
still outstanding
and employee
complies with

request

SFA HR stamps
HR Director's
signature on

Clearance Form

NO

SFA HR completes
bottom portion of
Clearance Form

SFA HR mails
copy of Clearance
Form to employee

Servicing
Specialist
selects

'obtain SF
52 approval
signature'

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

SFA HR files copy
of Clearance Form

in employee's
personnel folder

SFA HR sends
original Clearance
Form to Records
Section at HRG

Servicing
Specialist
selects

employee's
name in
queue

Servicing
Specialist
selects

screens he/
she wants

to view

Servicing
Specialist

runs
relational

edits

Servicing
Specialist

fixes errors
highlighted

in red

6.2.2

B C

C 6.2.4Servicing
Specialist enters
'lgap' command

Servicing
Specialist enters
'rlup' command
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Payroll Admin "As-Is" Process (6.2.4)
Detailed -- Payroll System Management (Resignation)

A&R
Technician

selects
'release for

update'

Servicing
Specialist
forwards
SF 52 to

A&R
Technician

Servicing
Specialist
exits FPPS

Servicing
Specialist

forwards printed
SF 50 and
resignation

paperwork  from
SFA HR to A&R

Technician

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
employee's
name from

queue

A&R Technician
completes SF

2810 to terminate
employee's health

insurance
coverage

A&R Technician
mails copy of
completed SF

2810 and SF 50 to
employee

6.2.3 A

A B

Customer Service
Team III Leader

forwards signed
SF 50 and
resignation

paperwork to A&R
Technician

Customer Service
Team III Leader
reviews SF 50
and resignation
paperwork and

signs SF 50

A&R
Technician

selects
'FPPS

Production'

A&R
Technician

selects
'processing
personnel
actions'

A&R Technician
mails copy of SF

50 to SFA HR

A&R Technician
files copy of SF

2810 and SF 50 in
employee's

Official Personnel
Folder

A&R Technician
mails SF 2810 and

SF 50 to NBC in
Denver

A&R Technician
submits SF 50 and

resignation
paperwork  to

Customer Service
Team III Leader

A&R
Technician
exits FPPS

6.2.5B

Servicing
Specialist enters
'proc' command
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END

SFA HR
selects

'distribution
table main-
tenance'

SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'FPPS

Production'

SFA HR
exits FPPS

SFA HR
selects
'delete'

SFA HR enters
employee's Social
Security Number

A

A

SFA HR files SF
50 in employee's
termination file

Payroll Admin "As-Is" Process (6.2.5)
Detailed -- Payroll System Management (Resignation)

6.2.4
SFA HR enters

'EDM1' code

SFA HR
selects
'delete

distribution
entry'
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Payroll Admin "As-Is" Process (6.3.0)
Summary -- Payroll System Management (Retirement)

SFA HR
removes

employee's
pay code
from FPPS

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

Employee
Relations

Specialist makes
copy of entire

retirement
package and mails
to NBC in Denver
and to employee

B

6.3.1

1 week (continued)

START Employee decides
to retire

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

A&R
Technician

prints SF 50
and

delivers to
Customer
Service
Team III
Leader

Customer Service
Team III Leader
reviews SF 50
and retirement
paperwork and

signs SF 50

END

6.3.5-6.3.6

A

Employee
Relations
Specialist
calculates

retirement benefits
using FRC Calc

Employee
Relations

Specialist meets
with employee to
explain calculation

of retirement
benefits and

discuss retirement
process

Employee
completes

application for
immediate

retirement and
submits to
Employee
Relations
Specialist

Employee
Relations
Specialist
completes
'Certified

Summary of
Federal
Service'
using ESI

Employee
Relations
Specialist
completes
'Agency
Checklist

for
Immediate
Retirement'
using ESI

A

1 week

6.3.2-6.3.4

B

Employee meets
with SFA HR/

Admin Officer and
receives exit

clearance
package

SFA HR/
Admin
Officer

initiates SF
52

SFA HR
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

Employee
Relations
Specialist
processes

SF 52

Employee
Relations

Specialist pulls all
health and life
insurance and
designation of

beneficiary forms
from Official

Personnel Folder
and attaches to

retirement
package

2 weeks
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Payroll Admin "As-Is" Process (6.3.1)
Detailed -- Payroll System Management (Retirement)

Employee
Relations

Specialist reviews
retirement

application for
completeness

Employee
Relations
Specialist
launches

and logs on
to ESI

software

Employee
Relations
Specialist
selects

'new case'

Employee
Relations

Specialist enters
employee's name,

Social Security
Number, date of

birth, phone,
separation date

and address

Employee
Relations
Specialist
selects

'Certified
Summary of

Federal
Service'

Employee
schedules meeting

with Employee
Relations

Specialist to
discuss retirement

process

Employee
Relations
Specialist
calculates

retirement benefits
using FRC Calc

Employee
Relations

Specialist meets
with employee to
explain calculation

of retirement
benefits and

discuss retirement
process

Employee still
wants to
retire?

Employee
Relations

Specialist gives
employee

application for
immediate

retirement (federal
tax form, SF 2818,

TSP withdrawal
package)

Employee
Relations
Specialist
selects
'CSRS'?

Employee
Relations
Specialist
selects
'FERS'

Employee
Relations

Specialist enters
info in required

fields and
completes

Certified Summary
of Federal Service

Employee
Relations
Specialist
selects
'Agency
Checklist

for
Immediate

Retirement'

Employee
Relations

Specialist enters
info in required

fields and
completes Agency

Checklist for
Immediate
Retirement

A

A

B

B 6.3.2

YES

NO

NO

YES

Employee
completes

application for
immediate

retirement and
submits to
Employee
Relations
Specialist

Employee
Relations

Specialist prints
Certified Summary
of Federal Service

and adds to
retirement
application

Employee
Relations

Specialist prints
Agency Checklist

for Immediate
Retirement and

adds to retirement
application

Employee
considers
retirement

START

ENDBenefits Admin
5.6.1
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B

SFA HR/
Admin
Officer
selects
'FPPS

Production'

SFA HR/
Admin
Officer

launches
and logs on

to FPPS

Employee
Relations

Specialist calls
SFA HR to inform
them of retirement
and request SF 52

B

Employee
works in

enterprise unit
without an

Admin Officer?

YES

NO

Payroll Admin "As-Is" Process (6.3.2)
Detailed -- Payroll System Management (Retirement)

Employee
Relations
Specialist
selects
'Agency

Certification
of

Insurance
Status'

Employee
Relations

Specialist enters
info in required

fields and
completes Agency

Certification of
Insurance Status

Employee
Relations

Specialist asks
agency payroll to
sign the Agency
Certification of

Insurance Status
Form and adds

form to retirement
application

6.3.1

Employee
wants to notify

SFA HR of
retirement?

Employee notifies
SFA HR of
retirement

YES

NO

A

A

6.3.3

Employee has
life insurance? YES

NO

Employee
Relations

Specialist prints
Agency

Certification of
Insurance Status

Employee
Relations
Specialist
attaches

retirement
calculation to

retirement
package

Employee
Relations
Specialist
exits ESI

Employee meets
with SFA HR and

receives exit
clearance
package

Employee meets
with Admin
Officer and

receives exit
clearance
package

SFA HR/Admin
Officer completes

control sheet

Employee returns
identification card

and any
government

property in his/her
possession (cell

phone, credit
cards, laptop,

etc.)

Employee
Relations

Specialist pulls all
health and life
insurance and
designation of

beneficiary forms
from Official

Personnel Folder
and attaches them

to retirement
package

Employee
completes top

portion of
Clearance Form
and submits to
SFA HR/Admin

Officer

Employee
completes and

submits  Employee
Reason for

Retirement Form to
SFA HR/Admin

Officer
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Payroll Admin "As-Is" Process (6.3.3)
Detailed -- Payroll System Management (Retirement)

6.3.2

A

A
SFA HR/Admin
Officer enters

effective date and
additional contact

information

SFA HR/Admin
Officer enters

employee's Social
Security Number
by referencing

ED's Alpha Roster

SFA HR
initiated SF52?

NO

B

B

6.3.4C

YES

D

SFA HR/Admin
Officer enters the
correct address

SFA HR
selects

'requesting
personnel
actions'

SFA HR/
Admin
Officer
selects

'retirement'

SFA HR/
Admin
Officer
selects

'initiate SF
52'

SFA HR/
Admin
Officer
selects

'employee
loss'

SFA HR/
Admin
Officer
selects

'requesting
personnel

action'

SFA HR/
Admin
Officer

selects 'no'
will not fill

this position
at a later

date

SFA HR/Admin
Officer enters

reason for
retirement from

Employee Reason
for Retirement

Form

Incorrect
address?

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is
correct

YES

SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'FPPS

Production'

Admin
Officer

forwards
SF 52 to
SFA HR

Admin Officer
submits control

sheet, Clearance
Form and

Employee Reason
for Retirement

Form to SFA HR

Admin
Officer

exits FPPS

Changes
necessary? YES

SFA HR
makes

changes in
FPPS to
ensure

accuracy

SFA HR compares
control sheet &

Employee Reason
for Retirement

Form to
information

entered in FPPS

NO

SFA HR
selects

employee's
name

SFA HR
selects

'change SF
52'

NO

C

SFA HR
forwards
request to

HR Director

D
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Payroll Admin "As-Is" Process (6.3.4)
Detailed -- Payroll System Management (Retirement)

6.3.3

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

A

Employee
Relations
Specialist
selects

employee's
name in
queue

SFA HR stamps
HR Director's
signature on
control sheet

SFA HR files copy
of Clearance Form

in employee's
personnel folder

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
exits FPPS

SFA HR
selects
'FPPS

Production'

SFA HR
selects

'requesting
personnel

action'

SFA HR
selects
'sign/

change SF
52'

SFA HR files copy
of control sheet &
Employee Reason

for Retirement
Form in

employee's
personnel folder

SFA HR
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

SFA HR sends
original control

sheet & Employee
Reason for

Retirement Form to
Employee
Relations

Specialist at HRG

SFA HR
exits FPPS

SFA HR completes
Frick Form and
mails to Frick

Company to allow
for unemployment

claims

YES

SFA HR hears
back within

five days from
OIG or other

persons
notified?

SFA HR asks
employee to pay

back/return
property that is
still outstanding
and employee
complies with

request

SFA HR stamps
HR Director's
signature on

Clearance Form

NO

SFA HR completes
bottom portion of
Clearance Form

SFA HR mails
copy of Clearance
Form to employee

Employee
Relations
Specialist
selects

'process SF
52'

Employee
Relations
Specialist
selects
'FPPS

Production'

Employee
Relations
Specialist
selects

'processing
personnel
actions'

SFA HR sends
original Clearance
Form to Records
Section at HRG

Employee
Relations
Specialist
launches

and logs on
to FPPS

6.3.5

A B

B C

C
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B

A

A

Employee
Relations
Specialist
exits FPPS

A&R
Technician
launches

and logs on
to FPPS

Customer Service
Team III Leader
reviews SF 50
and retirement
paperwork and

signs SF 50

6.3.4

B

A&R
Technician
exits FPPS

A&R
Technician

selects
'release for

update'

Employee
Relations
Specialist

completes SF
2810 to transfer

employee's health
insurance to OPM

Employee
Relations
Specialist

attaches copies of
SF 50 and SF

2810 to retirement
package

Payroll Admin "As-Is" Process (6.3.5)
Detailed -- Payroll System Management (Retirement)

Employee
Relations
Specialist
selects

screens he/
she wants

to view

Employee
Relations
Specialist
verifies

effective
date and
nature of

action code

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

Employee
Relations

Specialist enters
legal authority

code by
referencing Guide

to Processing
Personnel Actions

Employee
Relations

Specialist enters
SF 50 signature
code and SF 50
signature date

Employee
Relations

Specialist submits
employee's

Official Personnel
Folder and
retirement

paperwork from
SFA HR to A&R

Technician

Employee
Relations
Specialist

completes portion
of SF 2819 (Notice

of Conversion
Privilege)

Employee
Relations

Specialist mails SF
2819 to employee

Employee
Relations
Specialist

attaches copy of
SF 2819 to
retirement
package

A&R
Technician

selects
employee's
name from

queue

A&R
Technician

selects
'processing
personnel
actions'

A&R
Technician
prints SF 50

A&R Technician
forwards printed

SF 50 and
retirement

paperwork to
Customer Service

Team III Leader

C

C 6.3.6

A&R Technician
forwards signed

SF 50, Official
Personnel Folder

and retirement
paperwork to

Employee
Relations
Specialist

A&R
Technician

selects
'FPPS

Production'

Customer Service
Team III Leader

forwards signed
SF 50 and
retirement

paperwork to A&R
Technician
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SFA HR
exits FPPS

SFA HR
selects
'delete'

ENDB

SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'FPPS

Production'

Employee
Relations

Specialist mails
original retirement
package to NBC in

Denver

Payroll Admin "As-Is" Process (6.3.6)
Detailed -- Payroll System Management (Retirement)

A

Employee
Relations

Specialist makes
two copies of
entire package

A B

Employee
Relations

Specialist mails
copy of SF 50 to

SFA HR

Employee
Relations

Specialist mails
copy of retirement

package to
employee

SFA HR files SF
50 in employee's
termination file

6.3.5

SFA HR
selects
'delete

distribution
entry'

Employee
Relations

Specialist files
copy of SF 50 and

SF 2810 in
employee's

Official Personnel
Folder

Employee
Relations

Specialist returns
employee's

Official Personnel
Folder to Records

Section

Employee
Relations

Specialist files
retirement

package and
retains for one

year

SFA HR enters
'EDM1' code

SFA HR enters
employee's Social
Security Number

SFA HR
selects

'distribution
table main-
tenance'

3/11/2002 18



Payroll Admin "As-Is" Process (6.4.0)
Summary -- Payroll System Management (Transfer)

START

Employee decides
to transfer out of

ED to another
agency

END

A

Gaining agency
calls Personnel

Specialist
requesting release

date and SF 75
information

Personnel
Specialist calls

gaining agency to
give them

employee's
release date

retrieved from
SFA

A&R Technician
completes SF 75

and faxes to
gaining agency

SFA HR/
Admin
Officer

initiates SF
52

SFA HR
forwards
SF 52 to

Personnel
Specialist at

HRG

A

1 week (continued)

6.4.3-6.4.4

6.4.1-6.4.2

Personnel
Specialist

processes
SF 52

Personnel
Specialist

prints SF 50

Personnel
Specialist
forwards
SF 52 to

A&R
Technician

Customer Service
Team III Leader
reviews SF 50
and transfer

paperwork and
signs SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

A&R Technician
mails two copies
of SF 50 to SFA

HR

SFA HR
removes

employee's
pay code
from FPPS

B

2-3 days

B

6.4.4

1 week (continued)

1 week

6.4.1
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Personnel
Specialist calls

SFA HR to ask for
release date of

employee
transferring out

SFA HR calls
Admin Officer to
request release

date

SFA HR contacts
supervisor to get

verbal approval on
release date

Employee
works in

enterprise unit
without an

Admin Officer?

SFA HR/
Admin
Officer
selects

'requesting
personnel

action'

SFA HR/
Admin
Officer
selects

'initiate SF
52'

SFA HR/Admin
Officer enters

note describing
transfer

Payroll Admin "As-Is" Process (6.4.1)
Detailed -- Payroll System Management (Transfer)

A

C

C

YES

NO

SFA HR/
Admin
Officer
selects
'FPPS

Production'

SFA HR/
Admin
Officer

selects 'no'
will not fill

this position
at a later

date

6.4.2

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is

correct

SFA HR/Admin
Officer enters

effective date and
additional contact

information

Gaining agency
calls Personnel

Specialist
requesting release

date and SF 75
information

SFA HR/Admin
Officer calls
Personnel

Specialist at HRG
with employee's

release date

Employee
completes top

portion of
Clearance Form
and submits to
SFA HR/Admin

Officer

SFA HR/
Admin
Officer
selects

'employee
loss'

Employee returns
identification card

and any
government

property in his/her
possession (cell

phone, credit
cards, laptop,

etc.)

B

A B

Admin Officer
contacts

supervisor to get
verbal approval on

release date

Employee decides
to transfer out of

ED to another
agency

START

SFA HR/Admin
Officer enters

employee's Social
Security Number
by referencing

ED's Alpha Roster

SFA HR/
Admin
Officer

launches
and logs on

to FPPS

Personnel
Specialist calls

gaining agency to
give them

employee's
release date

A&R Technician
completes SF 75

and faxes to
gaining agency

SFA HR/Admin
gives/mails

employee exit
clearance
package

Personnel
Specialist asks

A&R Technician to
complete SF 75
for transferring

employee

SFA HR/Admin
Officer completes

control sheet

SFA HR/
Admin
Officer
selects

'termination/
transfer

out'
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SFA HR
selects
'FPPS

Production'

Payroll Admin "As-Is" Process (6.4.2)
Detailed -- Payroll System Management (Transfer)

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
exits FPPS

SFA HR
initiated SF 52? NOIncorrect

address? YES SFA HR/Admin
Officer enters the
correct address

NO

SFA HR compares
control sheet to

information
entered in FPPS

NO

Admin
Officer

forwards
SF 52 to
SFA HR

6.4.1

YES

SFA HR
selects

'requesting
personnel
actions'

SFA HR
selects
'change'

SF 52

SFA HR
selects

employee's
name

A

A

B

B

6.4.3

Admin Officer
submits control

sheet and
Clearance Form to

SFA HR

Admin
Officer

exits FPPS

SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'FPPS

Production'

SFA HR
forwards
request to

HR Director

Changes
necessary? YES

SFA HR
makes

changes in
FPPS to
ensure

accuracy

SFA HR
selects
'sign/

change SF
52'

SFA HR
selects

'requesting
personnel

action'

SFA HR stamps
HR Director's
signature on
control sheet

C

C

SFA HR files copy
of control sheet in

employee's
personnel folder

SFA HR
forwards
SF 52 to

Personnel
Specialist at

HRG

SFA HR
exits FPPS

D

D
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Payroll Admin "As-Is" Process (6.4.3)
Detailed -- Payroll System Management (Transfer)

Personnel
Specialist
selects

'processing
personnel
actions'

Personnel
Specialist
selects

'process SF
52'

Personnel
Specialist
selects

employee's
name in
queue

Personnel
Specialist
selects

screens he/
she wants

to view

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

6.4.2 A

B

B

C 6.4.4
Personnel

Specialist enters
SF 50 signature
code and SF 50
signature date

SFA HR sends
original control

sheet to Personnel
Specialist at HRG

Personnel
Specialist

prints SF 50

Personnel
Specialist
selects
'FPPS

Production'

Personnel
Specialist
selects
'sign'

Personnel
Specialist
forwards
SF 52 to

A&R
Technician

YES

SFA HR hears
back within

five days from
OIG or other

persons
notified?

SFA HR asks
employee to pay

back/return
property that is
still outstanding
and employee
complies with

request

SFA HR stamps
HR Director's
signature on

Clearance Form

NO

SFA HR completes
bottom portion of
Clearance Form

SFA HR mails
copy of Clearance
Form to employee

SFA HR files copy
of Clearance Form

in employee's
personnel folder

SFA HR sends
original Clearance
Form to Records
Section at HRG

Personnel
Specialist
launches

and logs on
to FPPS

A

C

Personnel
Specialist fills out
form to request

employee's
Official Personnel

Folder  from
Records Section
and retrieves it

Personnel
Specialist
verifies

effective
date and
nature of

action code

Personnel
Specialist enters

legal authority
code by

referencing Guide
to Processing

Personnel Actions
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SFA HR
exits FPPS

SFA HR
selects
'FPPS

Production'

B C

C END

A&R
Technician
exits FPPS

Payroll Admin "As-Is" Process (6.4.4)
Detailed -- Payroll System Management (Transfer)

A&R
Technician

selects
'FPPS

Production'

A&R
Technician
launches

and logs on
to FPPS

6.4.3 A

A B

A&R Technician
files SF 50 in
employee's

Official Personnel
Folder

Personnel
Specialist

forwards printed
SF 50, Official

Personnel Folder
and transfer

paperwork  from
SFA HR to A&R

Technician

Personnel
Specialist
exits FPPS

A&R
Technician

selects
employee's

name in
queue

A&R
Technician

selects
'release for

update'

A&R
Technician

selects
'processing
personnel
actions'

SFA HR
launches

and logs on
to FPPS

SFA HR files SF
50 in employee's

termination file and
distributes other

copy to employee

SFA HR
selects
'delete'

SFA HR
selects
'delete

distribution
entry'

Customer Service
Team III Leader

forwards signed
SF 50 and
transfer

paperwork to A&R
Technician

Customer Service
Team III Leader
reviews SF 50
and transfer

paperwork and
signs SF 50

A&R Technician
mails two copies
of SF 50 to SFA

HR

A&R Technician
forwards printed

SF 50 and
transfer

paperwork to
Customer Service

Team III Leader

SFA HR enters
'EDM1' code

SFA HR enters
employee's Social
Security Number

A&R Technician
returns

employee's
Official Personnel
Folder to Clerk for

filing

SFA HR
selects

'distribution
table main-
tenance'
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Payroll Admin "As-Is" Process (6.5.0)
Summary -- Payroll System Management (Discharge)

START Employee is
discharged A

6-12 months

SFA Employee
Relations

Specialist gives/
mails employee
exit clearance

package

SFA HR/
Admin
Officer

initiates SF
52

SFA HR
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

A

1 week (continued)

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

Employee
Relations
Specialist
processes

SF 52

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

A&R
Technician

prints SF 50

Customer Service
Team III Leader
reviews SF 50
and discharge
paperwork and

signs SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

A&R Technician
mails copy of SF
50 to SFA HR,
employee and
NBC in Denver

SFA HR
removes

employee's
pay code
from FPPS

END

6.5.1-6.5.3

6.5.3-6.5.5

1 week

6.5.1
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SFA HR/
Admin
Officer
selects

'initiate SF
52'

Payroll Admin "As-Is" Process (6.5.1)
Detailed -- Payroll System Management (Discharge)

B

A

SFA HR/
Admin
Officer
selects

'requesting
personnel

action'

Employee returns
identification card

and any
government

property in his/her
possession (cell

phone, credit
cards, laptop,

etc.)

SFA HR/
Admin
Officer

launches
and logs on

to FPPS

SFA HR/
Admin
Officer
selects
'FPPS

Production'

SFA HR completes
control sheet

Employee
completes top

portion of
Clearance Form
and submits to
SFA Employee

Relations
Specialist

SFA Employee
Relations
Specialist

requests that SFA
HR initiate SF 52

Is employee
resigning from
enterprise unit

without an
Admin Officer?

SFA Employee
Relations

Specialist submits
Clearance Form to

SFA HR

Admin Officer
completes control

sheet

A YES

NO

B

SFA HR/
Admin
Officer

selects 'no'
will not fill

this position
at a later

date

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is
correct

SFA HR/Admin
Officer enters

effective date and
additional contact

information

SFA HR/Admin
Officer enters

employee's Social
Security Number
by referencing

ED's Alpha Roster

SFA HR/
Admin
Officer
selects

'employee
loss'

SFA HR/
Admin
Officer
selects

'discharge/
removal'

6.5.2
SFA HR/Admin
Officer enters

reason for
discharge in

remarks section

Employee is
dischargedSTART

SFA Employee
Relations

Specialist gives/
mails employee
exit clearance

package

SFA HR calls
Admin Officer to
request initiation

of personnel
action

Performance
Management

1.3.1
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Payroll Admin "As-Is" Process (6.5.2)
Detailed -- Payroll System Management (Discharge)

SFA HR
exits FPPS

SFA HR
selects

'requesting
personnel

action'

SFA HR
selects
'sign/

change SF
52'

SFA HR
forwards
SF 52 to
Employee
Relations

Specialist at
HRG

SFA HR stamps
HR Director's
signature on
control sheet

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
selects
'FPPS

Production'

SFA HR
exits FPPS

SFA HR
forwards

SF 52 to HR
Director

YES SFA HR/Admin
Officer enters the
correct address

Incorrect
address?

SFA HR
initiated SF 52? NO

SFA HR
selects

'requesting
personnel
actions'

SFA HR
selects

employee's
name

SFA HR
selects
'FPPS

Production'

Admin
Officer

forwards
SF 52 to
SFA HR

SFA HR compares
control sheet to

information
entered in FPPS

Admin Officer
submits control

sheet to SFA HR

Admin
Officer

exits FPPS

SFA HR
selects
'change'

SF 52

6.5.1 A

A

B C

C

SFA HR files copy
of control sheet in

employee's
personnel folder

SFA HR
launches

and logs on
to FPPS

Changes
necessary? YES

SFA HR
makes

changes in
FPPS to
ensure

accuracy

NO

B

6.5.3

YES

NO

D

D
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Payroll Admin "As-Is" Process (6.5.3)
Detailed -- Payroll System Management (Discharge)

C

C 6.5.4

Employee
Relations
Specialist
selects

employee's
name in
queue

Employee
Relations
Specialist
selects

screens he/
she wants

to view

Employee
Relations
Specialist
exits FPPS

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

B

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

SFA HR sends
control sheet to
HRG's Employee
Relations team

YES

SFA HR hears
back within

five days from
OIG or other

persons
notified?

SFA HR mails
copy of Clearance
Form to employee

SFA HR files copy
of Clearance Form

in employee's
personnel folder

SFA HR completes
Frick Form and
mails to Frick

Company to allow
for unemployment

claims

A

A

SFA HR files copy
of decision letter

in employee's
personnel folder
and forwards
copy to HRG's

Employee
Relations team

SFA Employee
Relations
Specialist

gives SFA HR
copy of

decision letter?

NO

YES6.5.2

SFA HR asks
employee to pay

back/return
property that is
still outstanding
and employee
complies with

request

SFA HR stamps
HR Director's
signature on

Clearance Form

SFA HR completes
bottom portion of
Clearance Form

Employee
Relations
Specialist
selects

'process SF
52'

Employee
Relations
Specialist
launches

and logs on
to FPPS

Employee
Relations
Specialist
selects
'FPPS

Production'

Employee
Relations
Specialist
selects

'processing
personnel
actions'

SFA HR sends
original Clearance
Form to Records
Section at HRG

NO

Employee
Relations
Specialist
verifies

effective
date and
nature of

action code

Employee
Relations

Specialist enters
legal authority

code by
referencing Guide

to Processing
Personnel Actions

Employee
Relations

Specialist enters
SF 50 signature
code and SF 50
signature date

Employee
Relations

Specialist enters
reason for

discharge in notes
section

B
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SFA HR
selects

'distribution
table main-
tenance'

Payroll Admin "As-Is" Process (6.5.4)
Detailed -- Payroll System Management (Discharge)

A&R Technician
completes SF

2810 to terminate
employee's health

insurance
coverage

B

BA

SFA HR files SF
50 in employee's
termination file

A&R Technician
files copy of SF

2810 and SF 50 in
employee's

Official Personnel
Folder

A&R Technician
mails copy of SF

50 to SFA HR

A&R Technician
mails copy of
completed SF

2810 and SF 50 to
employee

A&R Technician
mails  SF 2810

and SF 50 to NBC
in Denver

A&R
Technician

selects
'release for

update'

A&R
Technician
exits FPPS

SFA HR
selects
'FPPS

Production'

SFA HR
launches

and logs on
to FPPS

Customer Service
Team III Leader

forwards signed
SF 50 and
discharge

paperwork to A&R
Technician

A&R
Technician

selects
'processing
personnel
actions'

6.5.3 A

A&R
Technician

selects
'FPPS

Production'

A&R
Technician

selects
employee's

name in
queue

A&R
Technician

prints SF 50

A&R Technician
forwards printed

SF 50 and
discharge

paperwork  to
Customer Service

Team III Leader

Customer Service
Team III Leader
reviews SF 50
and  discharge
paperwork and

signs SF 50

Employee
Relations

Specialist mails SF
2819 to employee

(Notice of
Conversion
Privilege)

Employee
completes SF

2819 and mails
directly to FEGLI

Employee
Relations
Specialist
forwards
discharge

paperwork from
SFA HR to A&R

Technician

A&R
Technician
launches

and logs on
to FPPS

C

C 6.5.5
SFA HR enters

'EDM1' code

SFA HR
selects
'delete

distribution
entry'
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SFA HR
exits FPPS

SFA HR
selects
'delete'

ENDSFA HR enters
employee's Social
Security Number

Payroll Admin "As-Is" Process (6.5.5)
Detailed -- Payroll System Management (Discharge)

6.5.4
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Payroll Admin "As-Is" Process (6.6.0)
Summary -- Payroll System Management (Death)

SFA HR
removes

employee's
pay code
from FPPS

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

Employee
Relations

Specialist makes
copy of entire

death package to
NBC in Denver

and beneficiaries/
survivors

B

3 days (continued)

START Employee dies

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

A&R
Technician

prints SF 50

Customer Service
Team III Leader
reviews SF 50
and retirement
paperwork and

signs SF 50

END

6.6.4-6.6.5

A

Employee
Relations
Specialist

computes death
benefits

calculation using
FRC Calc

A

2 days (continued)

6.6.3

B

Employee
Relations
Specialist
processes

SF 52

2 days

Employee
Relations
Specialist
completes
'Certified

Summary of
Federal
Service'
using ESI

Employee
Relations
Specialist
completes
'Agency
Checklist

for
Immediate

Retirement'
using ESI

Employee
Relations

Specialist pulls all
health and life
insurance and
designation of

beneficiary forms
from Official

Personnel Folder
and attaches

forms to death
package

SFA HR
initiates SF

52

SFA HR
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

Survivors/
beneficiaries

return completed
forms and

notarized death
certificate to

Employee
Relations
Specialist

Employee
Relations

Specialist mails
FE-6 Form, SF
1153, TSP 17

Form and
Application for

Death Benefits to
survivors and
beneficiaries

Employee
Relations

Specialist sends
sympathy letter
with estimate of

available benefits
to survivors and

beneficiaries

6.6.1-6.6.2

1 day 5-60 days 3 days

1 day

6.6.3 6.6.3 6.6.3

6.6.4
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Payroll Admin "As-Is" Process (6.6.1)
Detailed -- Payroll System Management (Death)

Employee dies

Employee
Relations

Specialist learns
about employee's
death from family,
friend or SFA HR

Employee
Relations
Specialist

computes death
benefits

calculation using
FRC Calc

Employee
Relations
Specialist
computes

estimation of life
insurance

Employee
Relations
Specialist
launches

and logs on
to ESI

software

Employee
Relations
Specialist
selects

'new case'

Employee
Relations
Specialist
selects

'Certified
Summary of

Federal
Service'

Employee
Relations
Specialist
selects
'CSRS'?

Employee
Relations
Specialist
selects
'FERS'

Employee
Relations

Specialist enters
info in required

fields and
completes

Certified Summary
of Federal Service

YES

NO

Employee
Relations
Specialist
selects
'Agency
Checklist

for
Immediate

Retirement'

Employee
Relations
Specialist
selects
'Agency

Certification
of

Insurance
Status'

Employee
Relations

Specialist enters
info in required

fields and
completes Agency

Certification of
Insurance Status

Employee
Relations

Specialist prints
Certified Summary
of Federal Service
and adds to death

package

Employee
Relations

Specialist prints
Agency Checklist

for Immediate
Retirement and
adds to death

package

Employee
Relations

Specialist prints
Agency

Certification of
Insurance Status
and adds to death

package

Employee had
life insurance?

NO

YES

Employee
Relations

Specialist asks
agency payroll to
sign the Agency
Certification of

Insurance Status

Employee
Relations

Specialist enters
employee's name,

Social Security
Number, date of

birth, phone,
separation date

and address

Employee
Relations

Specialist enters
info in required

fields and
completes Agency

Checklist for
Immediate
Retirement

A

BA

B 6.6.2

See Exclusions on
Flow Overview

START
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Payroll Admin "As-Is" Process (6.6.2)
Detailed -- Payroll System Management (Death)

6.6.1
SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'FPPS

Production'

SFA HR
selects

'requesting
personnel

action'

SFA HR
selects

'employee
loss'

SFA HR
selects
'death'

SFA HR enters
employee's Social
Security Number
by referencing

ED's Alpha Roster

SFA HR enters
effective date and
additional contact

information

SFA HR
selects 'no'
will not fill

this position
at a later

date

SFA HR
selects

'initiate SF
52'

SFA HR
forwards

SF 52 to HR
Director

SFA HR
exits FPPS

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
verifies that
the address
in FPPS is
correct

YES SFA HR enters the
correct address

Incorrect
address?

NO

SFA HR
selects
'sign/

change SF
52'

SFA HR
selects
'FPPS

Production'

SFA HR
selects

'requesting
personnel

action'

SFA HR stamps
HR Director's
signature on
control sheet

C

C 6.6.3

Employee
Relations
Specialist

requests SFA HR
to initiate SF 52

SFA HR completes
control sheet

Employee
Relations
Specialist
exits ESI

Employee
Relations
Specialist

attaches death
benefits

calculation to
death package

A

A B

B

Employee
Relations

Specialist pulls all
health and life
insurance and
designation of

beneficiary forms
from Official

Personnel Folder
and attaches them

to retirement
package
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Payroll Admin "As-Is" Process (6.6.3)
Detailed -- Payroll System Management (Death)

SFA HR files copy
of control sheet in

employee's
personnel file

SFA HR
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

SFA HR
exits FPPS

SFA HR sends
original control

sheet to Employee
Relations

Specialist at HRG

Employee
Relations

Specialist mails
beneficiaries FE-6

Form for FEGLI

Employee
Relations

Specialist mails
beneficiaries SF
1153 for unpaid
compensation

Employee
Relations

Specialist mails
beneficiaries TSP

17 Form

Employee
Relations

Specialist mails
survivors and
beneficiaries

Application for
Death Benefits

Survivors/
beneficiaries
accept offer

for house
visit?

Employee
Relations

Specialist makes
house visit to

assist survivors/
beneficiaries in

completing forms

YES

6.6.2 A

A B

B C

6.6.4

Survivors and
beneficiaries

complete
applicable forms

Survivors/
beneficiaries

return applicable
forms and

notarized death
certificate to

Employee
Relations
Specialist

Employee
Relations

Specialist reviews
forms for

completeness

Beneficiaries
return TSP 17

Form to TSP office

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

SFA HR completes
Frick Form and
mails to Frick

Company to allow
for unemployment

claims

NO

Employee
Relations
Specialist
selects
'FPPS

Production'

Employee
Relations
Specialist
selects

'processing
personnel
actions'

Employee
Relations
Specialist
selects

'process SF
52'

Employee
Relations
Specialist
selects

employee's
name in
queue

Employee
Relations

Specialist mails
FE-6 Form,

beneficiary forms
and all life

insurance forms
from Official

Personnel Folder
to OFEGLI

Employee
Relations
Specialist
launches

and logs on
to FPPS

C

Employee
Relations
Specialist
selects

screens he/
she wants

to view

Employee
Relations

Specialist sends
sympathy letter
with estimate of

available benefits
to survivors and

beneficiaries

3/11/2002 33



Payroll Admin "As-Is" Process (6.6.4)
Detailed -- Payroll System Management (Death)

Employee
Relations
Specialist
exits FPPS

A&R
Technician

selects
'processing
personnel
actions'

A&R
Technician

selects
employee's

name in
queue

B

A

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

Employee
Relations

Specialist enters
legal authority

code by
referencing Guide

to Processing
Personnel Actions

Employee
Relations

Specialist enters
SF 50 signature
code and SF 50
signature date

B
A&R

Technician
prints SF 50

A&R
Technician
launches

and logs on
to FPPS

A&R Technician
forwards printed
SF 50 and death

paperwork to
Customer Service

Team III Leader

Customer Service
Team III Leader
reviews SF 50

and death
paperwork and

signs SF 50

A&R
Technician

selects
'FPPS

Production'

Customer Service
Team III Leader

forwards signed
SF 50 and death
paperwork  to

A&R Technician

Employee
Relations

Specialist submits
employee's

Official Personnel
Folder to A&R

Technician

6.6.3

Employee
Relations
Specialist
verifies

effective
date and
nature of

action code

A&R
Technician
exits FPPS

A&R
Technician

selects
'release for

update'

A

C
A&R Technician
mails SF 50 to
NBC in Denver

A&R Technician
forwards copy of
SF 50 and Official
Personnel Folder

to Employee
Relations
Specialist

Employee
Relations

Specialist mails
complete death

package to NBC in
Denver (death

certificate,
Application for
Death Benefits)

Employee
Relations

Specialist mails
complete death

package to
beneficiaries/

survivors

C 6.6.5
NBC in Denver
logs employee

death

Employee
Relations

Specialist files
copy of signed SF
50 in employee's
Official Personnel

Folder

Employee
Relations

Specialist mails
copy of SF 50 to

SFA HR

Employee
Relations

Specialist returns
employee's

Official Personnel
Folder to Records
section for filing
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SFA HR
exits FPPS

SFA HR
selects
'delete'

END

SFA HR
selects
'delete

distribution
entry'

SFA HR enters
employee's Social
Security Number

Payroll Admin "As-Is" Process (6.6.5)
Detailed -- Payroll System Management (Death)

6.6.4
SFA HR

launches
and logs on

to FPPS

SFA HR
selects
'FPPS

Production'

SFA HR files copy
of SF 50 in
employee's

termination file

A

A

SFA HR
selects

'distribution
table main-
tenance'

OPM determines
beneficiary's
entitlement to

retirement benefits

NBC in Denver
attaches pay

history to death
package and
sends to OPM

NBC in Denver
sends check for

unpaid
compensation to

beneficiaries

SFA HR enters
'EDM1' code
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Payroll Admin "As-Is" Process (6.7.0)
Summary -- Time & Attendance

3 days

6.7.2-6.7.4

Employee submits
approved time

exception forms to
timekeeper at end

of every pay
period

Timekeeper enters
time exceptions

into FPPS

Timekeeper
forwards
T&As to

employee's
certifier

Certifier
certifies

time
exceptions

and
releases
T&As to
NBC in
Denver

6.8.1

Employee
completes Work

Schedule Request
Form and submits
to supervisor for

approval

Payroll
Coordinator enters

into FPPS total
daily hours from

employee's master
two week
schedule

3 days

6.7.1

START

Employee
creating or
changing
master

schedule?

Employee submits
approved Work

Schedule Request
Form to Payroll

Coordinator

NO

YES

Employee has
time

exceptions to
report for pay

period?

YES

NO

A

A

Payroll
Coordinator

emails
timekeepers

and
certifiers as
reminder to

forward
payroll data
to FPPS at
end of pay

period
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6.7.2

Payroll
Coordinator enters
weekly hours for

employee's master
two week
schedule

Does employee
have existing

master
schedule?

Employee
changing
master

schedule?

YES

Employee
completes Work

Schedule Request
Form

A

NO

NO

YES

6.7.2

Payroll
Coordinator

selects
'alternative

work
schedule'

Payroll
Coordinator

selects
'FPPS

Production'

Payroll
Coordinator

selects
'change to
alternative

work
schedule'

Payroll
Coordinator

selects
'record tour

of duty'

Payroll
Coordinator

selects
'change

master TA'

Payroll
Coordinator
verifies that
total hours
entered for
two week
schedule

are correct

Payroll
Coordinator

selects
'save'

B

B

Payroll
Coordinator enters
total daily hours in
employee's master

two week
schedule

A

Payroll
Coordinator

launches
and logs on

to FPPS

Payroll
Coordinator

selects
'update im-
mediately'

Supervisor
approves Work

Schedule Request
Form

Payroll Admin "As-Is" Process (6.7.1)
Detailed -- Time & Attendance

Payroll
Coordinator enters
employee's Social
Security Number

Payroll
Coordinator enters
employee's Social
Security Number

Payroll
Coordinator enters

effective pay
period

Employee submits
Work Schedule

Request Form to
Payroll

Coordinator

Payroll
Coordinator
exits FPPS

START
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Timekeeper enters
temporary change

to master
schedule

Employee
retrieves Flexible

Schedule
Certification Form

Supervisor signs
off on pre-

approved extra
hours

Reporting only
extra hours?

Employee submits
approved form(s)
to timekeeper at
the end of every

pay period

Any time
exceptions to
report for the
pay period?

YES

NO

6.7.1

Reporting only
absences? YES

Supervisor signs
Request for Leave

Form

Employee
retrieves Request

for Leave Form

YES

6.7.3

6.7.3

Employee gets
pre-approval from

supervisor

Employee verbally
informs

timekeeper about
temporary change

Timekeeper
launches

and logs on
to FPPS

Timekeeper
selects
'FPPS

Production'

Timekeeper
selects

'T&A input'

Timekeeper
selects

'initiate T&A'

Timekeeper
selects

employee's
name

Timekeeper
selects 'no'
to master

TA

A

6.7.3

Employee reports
temporary change

to master
schedule

A

Payroll Admin "As-Is" Process (6.7.2)
Detailed -- Time & Attendance

Timekeeper
selects
'save'

Timekeeper
exits FPPS

Reporting both
extra hours

and
absences?

Employee
retrieves Request

for Leave Form

Supervisor signs
Request for Leave

Form

Employee
retrieves Flexible

Schedule
Certification Form

Supervisor signs
off on pre-

approved extra
hours

NO

NO

YES

NO
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Timekeeper
selects
name of

employee
that has

time
exceptions
to report

Timekeeper
views the
selected

employee's
master

schedule

Timekeeper
selects

'save and
forward'

Timekeeper enters
time exceptions
for employee by

referring to
timesheets

B

B C

Certifier
launches

and logs on
to FPPS

Certifier
selects
'FPPS

Production'

Certifier
views time

and
attendance

view screen
for each

employee in
list

Certifier
compares

time
entered in
FPPS with

time
recorded

on
timesheets

Certifier
selects

'process
T&A'

C Certifier needs
clarification?

Certifier contacts
employee to verify

information

Timekeeper
forwards

T&A to
employee's

certifier

Certifier
views list of

employee
names

Certifier
selects
'certify'

Timekeeper
launches

and logs on
to FPPS

Timekeeper
selects
'FPPS

Production'

Timekeeper
selects

'FPPS Time
and

Attendance
Input'

Timekeeper
selects

'initiate T&A'

Timekeeper
selects the
office code

of the
employee
reporting

time
exceptions

A6.7.2

6.7.4

A

YES YES

Payroll Admin "As-Is" Process (6.7.3)
Detailed -- Time & Attendance

NO

Certifier
changes
hours to
reconcile

time
differences

Certifier needs
to adjust
hours?

NO

Timekeeper
exits FPPS

6.8.1

Payroll
Coordinator

emails
timekeepers
& certifiers
as reminder
to forward
payroll data
to NBC at

end of pay
period

Payroll
Coordinator

emails
timekeepers
& certifiers
as reminder
to forward
payroll data
to NBC by
first day of
next pay

period
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6.7.3
Certifier
selects
'release

T&A'

Certifier
views list
of office

codes that
are within

his/her
authority

Certifier
selects
office

name of
employee
with the

completed
T&A

Certifier
forwards
completed
T&As to
NBC in
Denver

Payroll Admin "As-Is" Process (6.7.4)
Detailed -- Time & Attendance

Certifier
selects

'certify and
save'

Certifier
exits FPPS

6.8.1
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Payroll
Coordinator calls/

visits those
certifiers that

have not
forwarded payroll

data to NBC in
Denver as
reminder

Many missing
timesheets?

NBC Payroll
Operations staff
reports names of
employees that

are missing
timesheets to

Payroll
Coordinator via

fax

NO

NBC Payroll
Operations staff
reports names of
employees that

are missing
timesheets to

Payroll
Coordinator via

telephone

YES

A

Payroll
Coordinator

notifies certifiers
of situation by

phone

Advance
employee's

leave?

NO

YES

Certifier/
timekeeper

submits completed
Amended Time &
Attendance Form

to Payroll
Coordinator

Certifier/
timekeeper writes

message on
Amended Time &
Attendance Form

requesting an
advancement of

leave hours

A

Payroll Admin "As-Is" Process (6.8.1)
Detailed -- Payroll Processing

6.7.4

Payroll
Coordinator

notifies timekeeper
of situation by

phone

YES

NO

NBC Payroll
Operations staff

calls Payroll
Coordinator to

report names of
employees with

insufficient leave
balances

Is certifier
easy to

contact?

6.7.3

1-2 days

6.9.1

6.8.2

1-2 days (continued)

 FPPS runs
time &

attendance
edits and
detects

insufficient
leave

balances

 FPPS runs
time &

attendance
edits and
detects

employees
that are
missing

timesheets

FPPS
converts

employee's
leave

converts to
leave

without pay

Certifiers
release

completed
T&As in

FPPS

NBC Payroll
Operations

staff
completes

recom-
putation

screens to
verify T&A
readjust-

ments

 FPPS runs
calculation
of every

employee's
time
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Payroll
Coordinator faxes

completed
Amended Time &

Attendance
Report to NBC

Payroll Operations
staff

6.9.1
NBC Payroll

Operations staff
manually enters

corrected
information into

FPPS

Payroll Admin "As-Is" Process (6.8.2)
Detailed -- Payroll Processing

6.8.1

1-2 days (continued)

NBC Payroll
Operations

staff
completes

recom-
putation

screens to
verify T&A
readjust-

ments

 FPPS runs
calculation
of every

employee's
time
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Department of
Treasury

transfers payroll
data to Federal

Reserve

6.8.1 Employee uses
direct deposit?

Department of
Treasury cuts

paychecks and
mails to

employees

Payroll Admin "As-Is" Process (6.9.1)
Detailed -- Paycheck Distribution

YES

NO

Federal Reserve
routes payroll data

to banks

Banks process
payroll deposit
and employees

receive
compensation

A

A 6.10.1

1 day

1 day (continued)

FPPS elect-
ronically
certifies
time &

attendance
data

FPPS elect-
ronically
transfers

payroll data
to

Department
of Treasury

NBC Payroll
Operation

staff
completes

ECS
Certification

for
Department
of Treasury

6.10.1
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6.9.1

Payroll Admin "As-Is" Process (6.10.1)
Detailed -- Leave & Earnings Statement

NBC Contractor
prints Leave &

Earnings
Statements and
stuffs them into

envelopes

NBC Contractor
mails Leave &

Earnings
Statements via

bulk mail to
employees

6.11.1

1 day

FPPS
generates
electronic
Leave &
Earnings

Statements
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Payroll Admin "As-Is" Process (6.11.0)
Summary -- Payroll Corrections

3-4 days

NBC Payroll
Operations staff

calls Payroll
Coordinator to

report new errors
with payroll data

that was just paid

Timekeeper mails
Amended Time &

Attendance
Report to NBC in

Denver

6.11.1

6.10.1

Leave
discrepancy or

small
timekeeper

error?

Timekeeper
completes

Amended Time &
Attendance

Report and gets
supervisor's

approval

NBC Payroll
Operations staff

enters corrections
into FPPS

Payroll
Coordinator
addresses

problems that
directly affect

employee's pay

Payroll
Coordinator
completes

Amended Time &
Attendance

Report and gets
supervisor's

approval

Payroll
Coordinator faxes
Amended Time &

Attendance
Report to NBC in

Denver

NBC Payroll
Operations staff

enters corrections
into FPPS

NO

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

Employee
detects error in

paycheck/
Leave &
Earnings

Statement?

AYES

A

6.11.2

B

B

Timekeeper/
Certifier/Payroll

Coordinator
completes

Amended Time &
Attendance

Report and gets
supervisor's

approval

Timekeeper/
Certifier/Payroll

Coordinator mails
Amended Time &

Attendance
Report to NBC in

Denver

NBC Payroll
Operations staff

enters corrections
into FPPS

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

NO

YES

6.11.3-6.11.4

1 day

3-4 days

FPPS detects
errors  with
payroll data

that was just
paid?

YES

NO

B

6.12.1
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Leave
discrepancy?

NO

Small
timekeeper

error?

YES

YES

NO

6.11.2

Payroll
Coordinator

forwards problem
to timekeeper for
him/her to resolve

Timekeeper
compares

timesheets to
Leave & Earnings

Statement

A

Timekeeper
completes

Amended Time &
Attendance

Report

Timekeeper mails
Amended Time &

Attendance
Report to FPPS

NBC Payroll
Operations staff

enters corrections
into FPPS

Payroll Admin "As-Is" Process (6.11.1)
Detailed -- Payroll Corrections

6.10.1

A 6.11.3

FPPS detects
errors  with
payroll data

that was just
paid?

NBC Payroll
Operations staff

calls Payroll
Coordinator to

report new errors
with payroll data

that was just paid

Employee's
supervisor signs
Amended Time &

Attendance
Report

YES

NO

6.11.3

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made
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Payroll
Coordinator
completes

Amended Time &
Attendance

Report

Does a
supplemental

paycheck
result?

YES

NO

Does employee
use direct
deposit?

YES

NO

6.11.1 A

A

Employee's
supervisor signs
Amended Time &

Attendance
Report

Payroll Coordinator
compares

timesheets to
Leave & Earnings

Statement

Payroll Coordinator
faxes Amended

Time & Attendance
Report to NBC in

Denver

Payroll Admin "As-Is" Process (6.11.2)
Detailed -- Payroll Corrections

Payroll Coordinator
addresses

problems that
directly effect

employee's pay

NBC Payroll
Operations staff

enters corrections
into FPPS

6.11.3

6.11.3

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

FPPS elect-
ronically
transfers

payroll data
to

Department
of Treasury

for direct
deposit
routing

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

Department of
Treasury cuts

paychecks and
mails supplemental

paycheck to
employee

FPPS elect-
ronically
transfers

payroll data
to

Department
of Treasury

3/11/2002 47



NO

YES
Employee

reports error to
timekeeper?

Timekeeper mails
Amended Time &

Attendance
Report to NBC in

Denver

NBC Payroll
Operations staff

enters corrections
into FPPS

Timekeeper
identifies problem

Can timekeeper
fix problem? YES A

A

YES

NO

6.11.4

Timekeeper
completes

Amended Time &
Attendance

Report

Certifier signs
Amended Time &

Attendance
Report

NBC Payroll
Operations staff

enters corrections
into FPPS

YES

NO

Employee
reports error to

certifier?

Certifier identifies
problem

Can certifier fix
problem? YES

C

C

NO

6.11.46.11.4

Certifier completes
Amended Time &

Attendance
Report

Certifier signs
Amended Time &

Attendance
Report

B

B

Certifier mails
Amended Time &

Attendance
Report to NBC in

Denver

Payroll Admin "As-Is" Process (6.11.3)
Detailed -- Payroll Corrections

6.11.1 &
6.11.2

Employee
detects error in

paycheck/
Leave &
Earnings

Statement?

NO

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

6.12.1

6.12.1

6.12.1
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Payroll
Coordinator

identifies problem

NBC Payroll
Operations staff

enters corrections
into FPPS

6.11.3

Payroll
Coordinator
completes

Amended Time &
Attendance

Report

Certifier signs
Amended Time &

Attendance
Report

A

Does a
supplemental

paycheck
result?

YES

NO

Does employee
use direct
deposit?

YES

NO

YESDoes error
affect pay?

Payroll
Coordinator faxes
Amended Time &

Attendance
Report to NBC in

Denver

NO

Payroll
Coordinator mails
Amended Time &

Attendance
Report to NBC in

Denver

A

Payroll Admin "As-Is" Process (6.11.4)
Detailed -- Payroll Corrections

Employee reports
error to Payroll

Coordinator

FPPS elect-
ronically
transfers

payroll data
to

Department
of Treasury

for direct
deposit
routing

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

NBC Contractor
produces next

Leave & Earnings
Statement which

reflects correction
made

Department of
Treasury cuts

paychecks and
mails supplemental

paycheck to
employee

FPPS elect-
ronically
transfers

payroll data
to

Department
of Treasury

6.12.1

6.12.1
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Payroll Admin "As-Is" Process (6.12.1)
Detailed -- Tax Pay & Filing

NBC Taxes &
Collections Group
compares report

to W-2 data to
identify

discrepancies

NBC Taxes &
Collections Group
makes payments
to federal, state &
local governments

according to
regulations

NBC Taxes &
Accounting Group

mails W-2
statements to all

employees

Employee
contacts NBC

Taxes &
Collections Group
to report problem

Employee
detects error in

W-2
statement?

YES

A

A

Employee files
federal, state and
local taxes using
W-2 statements

END

B

B

NO

Year round Late December

January January-April

January-April

FPPS auto-
matically

updates W-
2 data after
each pay

period
throughout

the year

At end of
each

calendar
year, NBC
Taxes &

Collections
Group

produces
W-2

statements
using FPPS

NBC Taxes
&

Collections
Group

generates
report  in

FPPS
indicating

amount paid
to each

employee

NBC Taxes
&

Collections
Group
makes

changes in
FPPS to

reconcile
differences

NBC Taxes
&

Collections
Group

produces
W-2C

statements
using FPPS

NBC Taxes
&

Collections
Group

generates
corrected

W-2
statements
using FPPS

NBC Tax &
Collections

Group
corrects

problem in
FPPS

6.11.3 &
6.11.4
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Payroll Admin "As-Is" Process (6.13.0)
Summary -- Payroll Information Maintenance

Employee
contacts Payroll
Coordinator to
update payroll

related information

6.13.1-6.13.3

1/2 hour

START

Employee uses
Employee

Express to
maintain payroll

related
information?

Employee
views

Earnings &
Leave

Statement?

Employee
changes
address?

Employee
changes
financial

allotments?

Employee
changes

federal or state
tax

withholdings?

YES YES

NO NO NO NO

YES YES YES
YES

END

Payroll
Coordinator gives

employee
necessary

form(s)

Payroll
Coordinator mails
completed form(s)
to NBC in Denver

NBC Payroll
Operations staff

enters new
information into

FPPS

Employee
wants to

change state
tax, federal tax

or direct
deposit info?

Employee
wants to view

Leave &
Earnings

Statement?

Admin
Officer
shows

employee
Leave &
Earnings
Statement
in FPPS

Payroll
Coordinator enters
new address into

FPPS

END

YES

YES

NO

6.13.5

1 week (continued)

1/2 hour

6.13.4

NO

A

NO

B

B

B

A

1 week

Employee
wants to
change

address?

YES

NO

Employee
changes direct

deposit?

NO
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Employee needs
to change payroll-
related information

Employee uses
Employee
Express?

YES

6.13.4

NO

Employee
needs to
change

address?

NO

YES

Employee
launches
Employee
Express
website

Employee
selects
'Yes' to
continue

Employee
selects
'Dept. of

Educ' from
agency list

Employee
selects

'Earnings &
Leave

Statement'

Employee
selects
'yes' to

view Leave
& Earnings
Statement

Employee
selects pay
period he/
she would
like to view

Employee
selects

'exit'

Employee
selects
'close'

window to
keep info
secure

A

A B

B

Employee
needs to view

Earnings &
Leave

Statement?

NO

Employee
selects

'address
change'

Employee
selects
'United
States'

Employee
selects
'accept/
submit'

6.13.2

6.13.2

YES

Payroll Admin "As-Is" Process (6.13.1)
Detailed -- Payroll Information Maintenance

START Employee enters
Social Security

Number

Employee enters
person

identification
number

Employee enters
home address

Employee
selects
'yes' to
change
home

address

C
Employee
selects

'exit'

Employee
selects
'close'

window to
keep info
secure

C
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Employee
needs to

change federal
tax

withholdings?

6.13.1

Employee
needs to
change
financial

allotments?

Employee
selects
'direct

deposit/
voluntary
allotment'

Employee
selects

'financial
allotment'

Employee
selects
'start'

Payroll Admin "As-Is" Process (6.13.2)
Detailed -- Payroll Information Maintenance

Employee
selects 'tax
changes'

Employee
selects

'federal tax''

Employee
selects
'change'

YES

NO

NO

Employee enters
new financial
allotment info

Employee enters
new federal tax
withholdings info

Employee
selects
'yes' to
change
financial
allotment
status

Employee
selects
'yes' to
change

federal tax
withholding

A

C

YES

Employee
selects
'accept/
submit'

Employee
selects

'exit'

Employee
selects
'close'

window to
keep info
secure

A

Employee
selects
'accept/
submit'

Employee
selects

'exit'

Employee
selects
'close'

window to
keep info
secure

C

B

B

6.13.3

6.13.3
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Payroll Admin "As-Is" Process (6.13.3)
Detailed -- Payroll Information Maintenance

Employee
needs to

change state
tax

withholdings?

Employee
selects
'direct

deposit/
voluntary
allotment'

Employee
selects
'direct

deposit'

Employee
selects 'tax
changes'

Employee
selects
'state'

Employee
selects
'change'

NO

YES

YES Employee enters
new state tax

withholdings info

Employee enters
new direct deposit

info

Employee
selects
'accept/
submit'

Employee
selects

'exit'

Employee
selects
'close'

window to
keep info
secure

A

C

A

Employee
selects
'yes' to
change

state taxes

Employee
selects
'yes' to
change
direct

deposit
status

Employee
selects
'change'

6.13.2

Employee
changes direct

deposit?

END

NO

B

B

Employee
selects
'accept/
submit'

Employee
selects

'exit'

Employee
selects
'close'

window to
keep info
secure

C END
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Employee
contacts
Payroll

Coordinator?

NO

YES6.13.1

Employee
contacts

timekeeper

Timekeeper refers
employee to

Payroll
Coordinator

Employee
needs to

change state
tax

withholdings?

Payroll
Coordinator gives
employee state
tax withholdings

form

Employee
completes state

tax form and
submits to Payroll

Coordinator

Payroll
Coordinator mails
completed form to

NBC in Denver

Employee
needs to

change federal
tax

withholdings?

Payroll
Coordinator gives

employee W-4
form

 Employee
completes W-4

form and submits
to Payroll

Coordinator

Payroll
Coordinator mails
completed W-4
form to NBC in

Denver

Employee
needs to

change direct
deposit?

A

A

B

B

YES

NO

YES

NO

YES

NO

6.13.5

6.13.5

Payroll Admin "As-Is" Process (6.13.4)
Detailed -- Payroll Information Maintenance

NBC Payroll
Operations staff
enters new tax
information into

FPPS

Employee
completes direct
deposit form and
submits to Payroll

Coordinator

Payroll
Coordinator gives
employee Direct
Deposit Sign-Up

form

NBC Payroll
Operations staff
enters new tax
information into

FPPS

Payroll
Coordinator mails
completed form to

NBC in Denver

NBC Payroll
Operations staff

enters new direct
deposit

information into
FPPS
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Employee
views

Leave &
Earnings

Statement

Payroll
Coordinator

selects
'change'

Payroll
Coordinator
launches

and logs on
to FPPS

Payroll
Coordinator

selects
'FPPS

Production'

Payroll
Coordinator

selects
type of

address

Payroll
Coordinator
exits FPPS

B

END

YES

Employee
wants to view

Leave &
Earnings

Statement?

Payroll
Coordinator refers

employee to
Admin Officer

Admin
Officer

launches
and logs on

to FPPS

Admin
Officer
selects
'FPPS

Production'

Admin
Officer
selects
'view a

leave and
earnings

statement'

YES6.13.4 A

A B

NO

Payroll Admin "As-Is" Process (6.13.5)
Detailed -- Payroll Information Maintenance

Admin Officer
enters employee's

Social Security
Number

Payroll
Coordinator enters

new address

Payroll
Coordinator enters
effective date of

change

Payroll
Coordinator enters
employee's Social
Security Number

Admin Officer
enters processing

pay period

Admin
Officer

exits FPPS

Payroll
Coordinator

selects
'change
address'

Employee
wants  to
change

address?

END

NO
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